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Library, James H. Schwartz, 143 


DECEMBER 1971 


Centner, Rosemary L., n 114 

Chapter and Division Finances, 202, 539 

Chapter Liaison Officer, 305 

Chapter Relations Committee. 1970/71 Report, 
Joseph M. Dagnese, 296; see also Chapter Liai- 
son Officer 

Chapters & Divisions, 116, 159, 199, 245, 494, 542 

Charles Guenther: The Lyrical Special Librar- 
ian, 227 

Chase, William D., n 247 

Chatty Chatty Bang Bang: Business Information 
Cassettes, Valerie Noble, 231 

Cheavens, Dorcas H., Money and Merger (letter), 
13A (Feb) 

Chemical Abstracts. An AV Workshop Approach 
to Teaching the Use of CA Indexes, M. Kay 
Allard et al., 435 

Christian, Portia, n 445 

Church and Synagogue Library Association, 163 

Cincinnati Chapter, n 159 

Ciolli, Antoinette, n 248 

Circulation Mechanized, William A. Kozumplik, 
287 

Cisneros, Dorothy, Librarians All! (letter), 9A 
(Nov) 

Clapp, Verner, The Declaration of Independ- 
ence: A Case Study in Preservation, 503 

Clark, Norman F., n 247 

Classification. Language, Classification, and In- 
dexing, Judith G. Rubin, 189 
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117; Eugene D. Ruskin (letter), 11A (Oct); see 
also Automation 


557 





INDEX 


Conference Advisory Committee, 305; Report, 
384 

Conference 1971 Committee Report, 384 

Conference 1972 Committee Report, 384 

Conferences. See Boston, Pittsburgh, San Fran- 
cisco, Toronto Conferences 

Connecticut Valley Chapter, n 116, n 245 

Connolly, Brendan C., S.J. and Lorna M. Dan- 
iells, Paul W. Riley, obit. 380 

Connor, John M., n 111 

Consultation Service Committee Report, 385 

Cook, Frederick G., State Manual Procurement 
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Current Developments in General and Library 
Education: An Overview, Martha Boaz, 179; A 
Unique Program in Library Education, Ed- 
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Time for Decision: Library Education for the 
Seventies, Andrew H. Horn, 515 

Education Committee, 106; 306; Report, 385 

Ekimov, Roza, n 543 

Elgood, William R., n 247 

Elman, Stanley, Special Libraries: The Users’ 
Points of View, 340 

Emery, Betty L., n 159; see also Bottle, Robert T. 
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Federal Libraries. New Pay Scale for Librarians 
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Get Together, 291; Error in Library Journal 
Report (letter), 302; Merger Discussion Echoes 
(letter), 371; n 496 

Goom, H. H., SDI Systems: A United Kingdom 
Approach, 535 

The Government Bookstore, Rowland E. Darl- 
ing, 8 


DECEMBER 197] 


Government Documents. The Government Book- 
store, Rowland E. Darling, 8; Expediting Ac- 
quisition of Government Documents, Bernard 
Locker, 9; n 16; State Manual Procurement 
Guide, Frederick G. Cook, 88; n 211; Gretchen 
D. Little (letter), 11A (Nov) 

Government Information Services Committee Re- 
port, 385 

Governmental Relations Project, 306 

Graham, Earl C., n 543 

Grant, Mildred, n 494 

Greater St. Louis Chapter, n 116, n 199 

Greear, Yvonne E., Hear That? (letter), 13A 
(May/Jun) 

Guenther, Charles. Charles Guenther: The Lyri- 
cal Special Librarian, 227; n 199 


H 


Hall, David, Phonorecord Preservation: Notes of 
a Pragmatist, 357 

Halpin, Peter. See Renner, Fred 

Hamrick, Lillian, n 444 

Handbook of Data Processing for Libraries, Rob- 
ert M. Hayes and Joseph Becker, book review 
by Scott J. Buginas, 333 

Hanson, Peter P., n 248 

Harmon, Geroge H., The Computer-Microfilm 
Relationship, 279 

Haro, Robert D., n 548 

Harris, Jessica L., n 159 

Harris, Safford, n 246 

Have You Heard? 61, 211, 252, 451, 548 

Have You Seen? 209, 251, 382, 448, 545 

Haycraft, Howard, n 161 

Hayes, Robert M. and Joseph Becker, Handbook 
of Data Processing for Libraries, book review 
by Scott J. Buginas, 333 

Headquarters Operations Committee Report, 386 

Heart of America Chapter, n 199, n 494, n 496, 
n 542 

Heinz, Catherine, n 543 

Heise, George F., Why Not Sunday? (letter), 7A 
(Mar) 

Hendry, Barbara, n 161 

Henkle, Herman H., 206 

Hetrick, Catherine R., n 247 

Hewitt, Vivian Davidson, A Special Librarian by 
Design, 71; We Try Hard (letter), 14A (May/ 
Jun) 

Hilton, Sylvia C., n 159 

Hine, Gladys E., n 543 

Hines, Theodore C., n 159 

Hoey, Evelyn, n 247 

Hogan, Mildred E. See Lyke, Georgia P. 

Hogenauer, Alan K., An Aviation Firm Catalogs 
Its Special Collection, 234 

Holloway, O. Willard, n 161 

Holt, Marjorie, n 494 

Horn, Andrew H., Time for Decision: Library 
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Lancaster, 439; The Author Replies, Masse 
Bloomfield, 441; see also Classification 

Indiana Chapter, n 116 

Industrial Aerodynamics Information, n 548 

Informatik, n 252 

The Information Analysis Center and the Li- 
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Lowrie, Jean E., n 116 

Lucker, Jay. See King, David E. 

Lutz, Raymond P. See Miller, Edward P. 
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and Loretta A. Stock, 529 
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Library, Helen J. Waldron, 63; see also Para- 
dox in Management (letter), 13A (May/Jun); 
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Instructions for Contributors 


General Information 


Special Libraries publishes material on all im- 
portant subject areas and on all methods and 
techniques for ‘Putting Knowledge to Work.” 
New and developing areas of librarianship, in- 
formation science and information technology are 
sought. Informative papers on the administration, 
organization and operation of special libraries and 
information centers are solicited. Scholarly reports 
of research in librarianship, documentation, edu- 
cation, and information science and technology are 
appropriate contributions. Bibliographies and bib- 
liographic essays, discussions and opinions that 
are intended to be authoritative or that reflect 
original research are also published. Professional 
standards, salary information, education, recruit- 
ment and public relations are other representative 
subjects for inclusion. Controversy is not shunned. 

As the official journal of the Association, Special 
Libraries also publishes reports of business of the 
Association and its subunits, as well as news of 
its members and for its members. 

Contributions are solicited from both members 
and non-members. All papers submitted are con- 
sidered for publication. Papers are accepted with 
the understanding that they have not been pub- 
lished, submitted, or accepted for publication 
elsewhere. Special Libraries employs a reviewing 
procedure in which manuscripts are sent to three 
reviewers for comment. When all comments have 
been received, authors will be notified of ac- 
ceptance, rejection or need for revision of their 
manuscripts. The review procedure will usually 
require a minimum of six weeks. 


Types of Contributions. Three types of original 
contributions are considered for publication: full- 
length articles, brief reports or communications, 
and letters to the editor. New monographs and 
significant report publications are considered for 
critical review. Annotations of the periodical 
literature as well as annotations of new mono- 
graphs and reports are published—especially those 
with particular pertinence for special libraries and 
information centers. 

Editing. Manuscripts are edited primarily to 
improve the effectiveness of communication be- 
tween the author and his readers. The most im- 
portant goal is to eliminate ambiguities. In addi- 
tion, improved sentence structure often permits the 
readers to absorb salient ideas more readily. If ex- 
tensive editing is indicated by reviewers, with con- 
sequent possibility of altered meanings, manu- 
scripts are returned to the author for correction 
and approval before type is set. Authors are free 
to make additional changes at this stage. 

Proofs. Authors receive galley proofs with a 
maximum five-day allowance for corrections. One 
set of galley proofs or an equivalent is provided 
for each paper. Corrections must be marked on 
the galley, not on the manuscript. At this stage 
authors must keep alterations to a minimum; ex- 
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tensive author alterations will be charged to the 
author. Extensive alterations may also delay pub- 
lication by several issues of the journal. 

Reprints. Order blanks for reprints are sent 
with most proofs. Special arrangements can be 
made to obtain reprints of letters and book re- 
views. 


Manuscripts 


Organize your material carefully, putting the 
significance of your paper or a statement of the 
problem first, and supporting details and arguments 
second, Make sure that the significance of your 
paper will be apparent to readers outside your 
immediate field of interest. Avoid overly special- 
ized jargon. Readers will skip a paper which they 
do not understand. 

For each proposed paper, one original and 
three copies (in English only) should be mailed 
to the Editor, Special Libraries, 235 Park Avenue 
South, New York 10003. The manuscript should 
be mailed flat in an envelope of suitable size. 
Graphic materials should be submitted with ap- 
propriate cardboard backing or other stiffening 
materials. 


Style. Follow a good general style manual. 
The University of Chicago Press Manual of Style, 
the style manual of the American Institute of 
Physics, and the Style Manual for Biological Jour- 
nals (published by the American Institute of Bio- 
logical Sciences), among others, are appropriate. 

Format. All contributions should be type- 
written on white bond paper on one side only, 
leaving 1.25 inches (or 3 cm) of space around all 
margins of standard, letter-size (8.5 X 11 inch) pa- 
per. Double spacing must be used throughout, 
including the title page, tables, legends, and 
references. The first page of the manuscript 
should carry both the first and last names of all 
authors, the institutions or organizations with 
which the authors are affiliated, and a notation as 
to which author should receive the galleys for 
proofreading. All succeeding pages should carry 
the last name of the first author in the upper 
right-hand corner and the number of the page. 

Title. Begin the title with a word useful in in- 
dexing and information retrieval. The title should 
be as brief, specific, and descriptive as possible. 

Abstract. An informative abstract of 100 words 
or less must be included for full-length articles. 
The abstract should amplify the title but should 
not repeat the title or phrases in it. Qualifying 
words for terms used in the title may be used. 
The abstract should be typed with double spacing 
on a separate sheet. 

Acknowledgments. Credits for financial sup- 
port, for materials and technical assistance or ad- 
vice may be cited in a section headed “Acknowl- 
edgments,”” which should appear at the end of 
the text. General use of footnotes in the text 
should be avoided. 

Illustrations. Finished artwork must be sub- 
mitted to Special Libraries. Follow the style in 
current issues for layout and type faces in tables 
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and figures. A table or figure should be constructed 
so as to be completely intelligible without further 
reference to the text. Lengthy tabulations of es- 
sentially similar data should be avoided. 

Figures should be lettered in black India ink. 
Charts drawn in India ink should be so executed 
throughout, with no typewritten material in- 
cluded. Letters and numbers appearing in figures 
should be distinct and large enough so that no 
character will be less than 2 mm high after re- 
duction. A line 0.4 mm wide reproduces satisfac- 
torily when reduced by one-half. Graphs, charts, 
and photographs should be given consecutive 
figure numbers as they will appear in the text. 
Figure numbers and legends should not appear 
as part ofthe figure, but should be _ typed 
double spaced on a separate sheet of paper. Each 
figure should be marked /ightly on the back with 
the figure number, author’s name, complete ad- 
dress, and shortened title of the paper. 

For figures, the originals with three clearly 
legible reproductions (to be sent to reviewers) 
should accompany the manuscript. In the case of 
photographs, four glossy prints are required, pref- 
ferably 8 X 10 inches. 

References and Notes. Number all references 
to the literature and notes in a single sequence in 
the order in which they are cited in the text. 
Cite all réferences and notes but do not insert 
reference numbers in titles or abstracts. 


Accuracy and adequacy of the references are 
the responsibility of the author. Therefore, litera- 


ture cited should be checked carefully with the 
original publications. References to personal let- 
ters, abstracts of oral reports, and other unedited 
material may be included. 

References to periodicals should be in the 
order: authors, article title, unabbreviated journal 


name, volume number, issue number, inclusive 
pagination, and date of publication. 


Smith, John, Jones, B. H. and Doe, Richard. 
Special Librarianship in Action. Special Li- 
braries, 59 (no. 10): 1214-21 (Dec 1968) 


References to books should be in the order: 
authors, title, city, publisher, year, pagination. 


Brown, Abel. Information at Work. N.Y., 
Abracadabra Press, 1909. 248p. 


Full-Length Articles 


Articles may range in length from about 1,000 
words to a maximum of 5,000 words (up to 20 
typed double spaced manuscript pages). Provide 
a title of one or two lines of up to 35 characters 
plus spaces per line. 

Insert subheads at appropriate places in the text, 
averaging about one subhead for each two or three 
manuscript pages. Keep the subheads short (up 
to 35 characters plus spaces). Do not use more 
than one degree or level of subheads in an ar- 
ticle. Provide a summary at the end of the article. 

Write a brief author note, and include position 
title and address. In the author note, include in- 
formation concerning meetings, symposia, etc. 
where the paper may have been presented orally. 
Also submit recent glossy black-and-white photo- 
graphs of the authors. 


Brief Communications 


Short reports or communications will usually 
be less than 1,000 words in length (up to 4 
typed double spaced manuscript pages). List the 
authors on the last page of the text in the form 
of a signature and include a simple mailing ad- 
dress. 
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